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AUTHORITY:  Implementing and authorized by the State Universities Civil Service Act [110 28 

ILCS 70].   29 

 30 

SOURCE:  Rules:  State Universities Civil Service System, approved January 16, 1952, effective 31 

January 1, 1952; amended at 3 Ill. Reg. 13, p. 68, effective April 1, 1979; amended at 4 Ill. Reg. 32 

10, p. 262, effective February 25, 1980; amended at 6 Ill. Reg. 2620, effective February 22, 33 

1982; amended at 6 Ill. Reg. 7236, effective June 3, 1982; amended at 8 Ill. Reg. 4948 and 4950, 34 

effective March 29, 1984; codified at 8 Ill. Reg. 12936; amended at 8 Ill. Reg. 24732, effective 35 

December 6, 1984; amended at 9 Ill. Reg. 17422, effective October 23, 1985; amended at 11 Ill. 36 

Reg. 8942, effective May 8, 1987; amended at 12 Ill. Reg. 3457, effective February 1, 1988; 37 

amended at 12 Ill. Reg. 17079, effective October 7, 1988; amended at 13 Ill. Reg. 7324, effective 38 

May 1, 1989; amended at 13 Ill. Reg. 19427, effective February 6, 1990; amended at 18 Ill. Reg. 39 

1901, effective January 21, 1994; amended at 20 Ill. Reg. 4440, effective February 29, 1996; 40 

amended at 30 Ill. Reg. 17384, effective October 23, 2006; amended at 31 Ill. Reg. 15848, 41 

effective November 13, 2007; amended at 32 Ill. Reg. 17268, effective October 16, 2008; 42 

amended at 33 Ill. Reg. 11644, effective July 22, 2009; amended at 36 Ill. Reg. 6014, effective 43 
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April 6, 2012; amended at 37 Ill. Reg. 419, effective December 26, 2012; amended at 39 Ill. Reg. 44 

13504, effective December 1, 2015; amended at 40 Ill. Reg. 3105, effective January 26, 2016; 45 

emergency amendment at 40 Ill. Reg. 3772, effective March 1, 2016, for a maximum of 150 46 

days; amended at 40 Ill. Reg. 11192, effective August 4, 2016; amended at 40 Ill. Reg. 16302, 47 

effective December 12, 2016; amended at 41 Ill. Reg. 11576, effective August 30, 2017; 48 

amended at 42 Ill. Reg. 24268, effective December 3, 2018; amended at 43 Ill. Reg. 6829, 49 

effective May 23, 2019; emergency amendment at 44 Ill. Reg. 6662, effective April 10, 2020, for 50 

a maximum of 150 days; emergency expired September 6, 2020; amended at 44 Ill. Reg. 18746, 51 

effective November 12, 2020; emergency amendment at 46 Ill. Reg. 20093, effective December 52 

1, 2022, for a maximum of 150 days; amended at 47 Ill. Reg. ______, effective ____________. 53 

 54 

Section 250.5  Definitions  55 

 56 

"Act":  the State Universities Civil Service Act [110 ILCS 70]. 57 

 58 

"Allocation": assignment of a position to a class.  59 

 60 

"Applicant": a person requesting permission to take an examination.  61 

 62 

"Candidate": a person on a register, as qualified by examination, seniority, or 63 

service.  64 

 65 

"Certification": the act of certifying.  66 

 67 

"Certified": referred from a register, in accordance with the Act, as a candidate for 68 

consideration for employment.  69 

 70 

"Certify": to refer from a register, in accordance with the Act, the name of a 71 

candidate who shall be considered for employment.  72 

 73 

"Class": a group of positions that are so similar in duties, responsibilities, and job 74 

worth, and require such similar education and experience, that each position in the 75 

group has been given the same job title and is filled by the same tests of ability.  76 

 77 

"Classification": assignment of a position to a class.  78 

 79 

"Designated Employer Representative (DER)":  the person designated by the 80 

employer to act as its representative for the coordination of its acts and the 81 

exercise of its responsibilities in matters relating to the State Universities Civil 82 

Service Act and the Administrative Code. 83 

 84 

"Demotion": is defined in Section 250.110(g)(1) (Note for clarification:  If a 85 

status employee, on his/her own initiative, requests a reassignment or a transfer to 86 
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another position in his/her class or applies for, and takes, an examination and 87 

thereafter permits his/her name to be certified to a position in a class other than 88 

the one in which he/she is currently employed, and, in either case, accepts an 89 

appointment that results in a reduction in pay or pay potential, the reduction shall 90 

not be considered a demotion.)  91 

 92 

"Employee": a person legally employed to perform the work of a position.  93 

 94 

"Employer": the governing Board of an institution or agency specified in Section 95 

36e of the Act; and, for purposes of administration pursuant to this Part, any 96 

institution or agency specified in Section 36e of the Act.  97 

 98 

"Executive Director": the Executive Director of the State Universities Civil 99 

Service System. 100 

 101 

"Lesser Unit": a seniority unit within a class, within an institution or agency as 102 

specified in Section 36e of the Act, as determined by the Merit Board, provided 103 

two-thirds of the status employees within the class have agreed to the creation of 104 

the lesser unit.  105 

 106 

 "Merit Board" or "University Civil Service Merit Board": the governing body of 107 

the University System as defined in Section 36c of the Act.  The 11 members of 108 

the Merit Board represent the public universities of the State of Illinois and are 109 

appointed by their respective University governing boards.  The powers and 110 

duties of the Merit Board are defined in Section 36d of the Act. 111 

 112 

"Nonstatus Appointment": appointment of a certified candidate to a position that 113 

has been classified and approved by the Executive Director as other than a status 114 

appointment.  115 

 116 

"Place of Employment": an institution or agency as specified in Section 36e of the 117 

Act, or a unit of the institution or agency, as determined by the Merit Board, the 118 

designation of which has been for the purposes of maintenance of registers, 119 

computation of seniority, establishment of pay rates or ranges, and effecting 120 

transfers by an employer.  121 

 122 

"Position": a group of duties and responsibilities, assigned or delegated by 123 

competent authority, requiring the full-time service of one person, or the part-time 124 

service of one or more persons.  125 

 126 

"Reallocation": reassignment of an existing position to a class that is a part of a 127 

different promotional line, or to a class that is not a part of any promotional line.  128 

 129 
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"Reassignment": moving of an employee by an employer from one position to 130 

another in the same class within a place of employment, subject to limitations 131 

imposed by lesser units.  132 

 133 

"Reclassification": reassignment of an existing position within a promotional line.  134 

 135 

"Register": a list of one or more names of candidates, listed in accordance with the 136 

Act and this Part.  137 

 138 

"Resignation": an act by which an employee voluntarily separates himself/herself 139 

from his/her employment.  140 

 141 

"Rewrite Examination": an examination for a class that is taken by an applicant 142 

subsequent to failing a previous examination for the same class, or that is taken by 143 

an applicant subsequent to passing a previous examination for the same class in 144 

an attempt to improve his/her examination score.  145 

 146 

"Seniority": after completion of the probationary period, a term used to describe 147 

time worked in a class or in classes within the same promotional line, computed 148 

in accordance with the provisions of the Act and this Part.  149 

 150 

"Service": a term used to describe time worked in a class under a status 151 

appointment by an employee who is serving, but who has not completed, a 152 

probationary period in that class.  153 

 154 

"Status Appointment": appointment of a certified candidate to a position that has 155 

been classified and approved by the Executive Director as a continuing position 156 

under the position control record plan of the University System.  157 

 158 

"Status Employee": an employee who has successfully completed a probationary 159 

period in a class.  160 

 161 

"Status Position": a position that has been classified and approved by the 162 

Executive Director under the position control record system.  163 

 164 

"Termination": discontinuance of services of an employee having a nonstatus 165 

appointment; discontinuance of services of an employee in one place of 166 

employment who has transferred within the System to another place of 167 

employment; failure of a provisional employee to meet certification requirements; 168 

and/or death, retirement, or inability of an employee to return from a leave of 169 

absence in accordance with Section 250.110(c).  170 

 171 

"Transfer": moving of an employee from one position to another in the same class 172 
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between constituent places of employment.  173 

 174 

"Transfer List": a list of applicants who have been employed as sworn police 175 

officers within the past 24 months for employers to use to hire in lieu of the 176 

original entry register. 177 

 178 

"University System": the State Universities Civil Service System. 179 

 180 

(Source:  Amended at 47 Ill. Reg. ______, effective ____________) 181 

 182 

Section 250.20  The State Universities Civil Service System and its Divisions  183 

 184 

a) Classification and Allocation.  All staff positions at the Illinois Community 185 

College Board, Southern Illinois University, University of Illinois, Chicago State 186 

University, Eastern Illinois University, Governors State University, Illinois State 187 

University, Northeastern Illinois University, Northern Illinois University, Western 188 

Illinois University, State Universities Civil Service System, State Universities 189 

Retirement System, the Illinois Student Assistance Commission, and the Board of 190 

Higher Education, except those positions specifically exempted by Section 36e of 191 

the statute, are subject to classification functions as described in Section 250.30.  192 

 193 

b) Other Personnel Functions.  All positions in the institutions and agencies covered 194 

by the statute, except those exempted by Section 36e of the statute, are subject to 195 

the examination, appointment, and other personnel functions described under 196 

Sections 250.40 through 250.150 inclusive.  197 

 198 

c) Designated Employer RepresentativeDesignation of Persons to Act for the 199 

Employer.   200 

 201 

1) Each employer governed by the statute and by this Part shall appoint a 202 

Designated Employer Representative (DER) as described by Section 203 

36d(12) of the statute., from time to time, as requested by the Director,  204 

The employer shall file with the Executive Director the name of the or 205 

names of those administrative officialofficials of the employer who 206 

hashave been designated by the employer to act as its representative or 207 

representatives for the coordination of its acts and the exercise of its 208 

responsibilities in matters relating to the statute and this Part.  The 209 

employer shall complete a Designated Employer Representative (DER) 210 

form provided by the University System that includes the following 211 

information:  place of employment, name and title of administrative 212 

official or (DER), address, phone number, email address, and the effective 213 

date of the appointment.  This form shall be signed by the chief 214 

administrative officer of the employer.  The University System will 215 
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acknowledge receipt of the form.  No one may seek to appoint themselves 216 

as the DER; such an attempted appointment will be without force or 217 

effect.  It is the responsibility of the employer to maintain a current DER 218 

form with the University System.  If the employment of the individual 219 

appointed as DER is terminated for any reason, or if the employer 220 

withdraws its appointment as DER, the employer shall immediately 221 

appoint a new DER.  In the event of an unplanned or emergent departure 222 

of the appointed DER, the employer shall have three (3) business days to 223 

appoint a new DER.  Absent such an unplanned or emergent departure, an 224 

employer without a current DER form on file with the University System 225 

shall not be permitted to complete any employment transactions subject to 226 

the statute and by this Part and the procedures.  227 

 228 

 2) The DER may submit a DER Signature Authorization form naming an 229 

additional staff member to sign documents on their behalf should they be 230 

absent from the workplace.  The DER Signature Authorization form by the 231 

University System shall include the following information:  place of 232 

employment, designee’s name, specimen signature, address, phone 233 

number, email address, and the effective date.  The DER must certify and 234 

date the form.  The University System will acknowledge receipt of the 235 

form. This form shall remain in effect until the DER notifies the 236 

University System of any change.  If the employment of the additional 237 

staff member permitted to sign for the DER is terminated for any reason, 238 

or if the employer withdraws its authorization for this additional staff 239 

member to sign for the DER, the employer shall immediately notify the 240 

University System of this change.  In the event of an unplanned or 241 

emergent departure of an appointed DER, this signature authority shall 242 

expire upon the appointment of a new DER or within three (3) business 243 

days, whichever is sooner. 244 

 245 

(Source:  Amended at 47 Ill. Reg. ______, effective ____________) 246 

 247 

Section 250.100  Reassignments and Transfers  248 

 249 

a) Reassignment within a Place of Employment  250 

 251 

1) An employer may reassign an employee during his/her probationary 252 

period to any position of the same class within a place of employment, 253 

subject to conditions imposed by the recognition of lesser units.  An 254 

employee so reassigned shall be required to complete his/her probationary 255 

period in the class.  256 

 257 

2) An employer may reassign a status employee to another position of the 258 
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same class within a place of employment, but the employee shall not be 259 

required to serve any additional probationary time in the class. 260 

Reassignment shall be without prejudice to seniority in the class or in the 261 

promotional line of which that class is a part, subject to conditions 262 

imposed by recognition of lesser units.  263 

 264 

3) All reassignments shall take precedence over any existing registers.  265 

 266 

b) Temporary Downgrading and Upgrading  267 

 268 

1) Temporary Downgrading.  If it is necessary to assign a status employee, 269 

on a temporary employment basis to a temporary or permanent position 270 

which is classified at a lower level, the employee's salary, at the time 271 

immediately prior to such assignment, will be maintained.  272 

 273 

2) Temporary Upgrading.  If a status employee is assigned, on a temporary 274 

employment basis, to a temporary or permanent position of higher rate or 275 

range, the employee is entitled during the period of upgrading to receive 276 

the higher rate or a salary within the higher range provided that no 277 

employee shall suffer any reduction in salary because of the assignment.  278 

 279 

3) The temporary upgrading and downgrading assignments must not be for 280 

more than 30 consecutive work days duration.  281 

 282 

4) An employer makes temporary downgrading assignments by assigning a 283 

status employee who meets the minimum qualifications of the class to 284 

which assignment is being made.  An employer makes temporary 285 

upgrading assignments by assigning status employees from active registers 286 

for the class so long as those registers exist.  When a need for temporary 287 

upgrading assignments occurs in classes that utilize work shifts, the 288 

register requirement applies only to those status employees on the 289 

appropriate shift.  Acceptance of, or refusal to accept, a temporary 290 

assignment by an employee shall in no way affect the employee's position 291 

on the register, regardless of the number of acceptances or refusals.  292 

 293 

5) In the absence of a register, an employer may assign only those status 294 

employees who meet the minimum qualifications for the class to which 295 

assignment is being made.  296 

 297 

6) When a temporary assignment has been made, seniority shall continue to 298 

be accrued in the class in which the employee has a status appointment.  299 

 300 

c) Transfer to Another Place of Employment  301 
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 302 

1) An employer, with the approval of the employee involved, may transfer a 303 

status employee from one place of employment to a position of the same 304 

class in another place of employment within the same institution or 305 

agency, provided there are no names on the reemployment register for that 306 

class in the place of employment to which the employee is being 307 

transferred.  The employee is not required to serve a second probationary 308 

period in the new place of employment.  309 

 310 

2) A status employee may request that his/her name be transferred to any 311 

other place of employment within the System and be placed on the 312 

original entry register at that place of employment in the class in which 313 

he/she has a status appointment.  Upon acceptance of the request by the 314 

appropriate employer, his/her name shall be placed on the original entry 315 

register in accordance with his/her total service in the class as of date of 316 

the request for transfer.  If this employee accepts a status appointment at 317 

the place of employment to which his/her name was transferred, he/she is 318 

not required to serve a second probationary period.  319 

 320 

3) An employee whose name has been certified from the register and who 321 

has not completed the probationary period may have the examination 322 

score for the class in which he/she is employed transferred, at the 323 

employee's request, to another place of employment within the System.  324 

That employee's name shall be placed on the original entry register for that 325 

class by score at the place of employment.  He/she must serve a full 326 

probationary period at the new place of employment.  327 

 328 

4) When a function of an institution or agency covered by the System is 329 

transferred to another institution or agency covered by the System, 330 

employees previously certified within the System who are affected by the 331 

transfer shall transfer the same accrued seniority or service as determined 332 

by their original date of certification.  333 

 334 

d) Transfer of a State Employee under the Personnel Code [20 ILCS 415] to 335 

Employment under the System  336 

 337 

1) The procedures for effecting the transfer of a State employee from a 338 

position under the Personnel Code to a comparable position under the 339 

University System shall be the same as those that apply to the transfer of 340 

an employee within the System from one place of employment to another, 341 

as stated in subsections (c)(1) and (2).  342 

 343 

2) The term, "status", as used in Section 36q of the Act, third paragraph, shall 344 
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refer to:  345 

 346 

A) the employee's status under the Personnel Code as a probationary 347 

or a status employee;  348 

 349 

B) his/her eligibility to accrue credits for vacation, sick leave, and 350 

personal leave benefits, as determined by years of consecutive 351 

service to the employer from which he/she is transferring; and  352 

 353 

C) his/her eligibility for a specific pay rate where the pay rate of an 354 

employee is determined by years of service.  355 

 356 

3) Seniority earned by a State employee under the Personnel Code is not 357 

transferable.  358 

 359 

4) When a State agency becomes subject to the Act, previously certified 360 

employees under the regular classified Personnel Code affected by the 361 

transfer shall transfer the same accrued seniority as determined by their 362 

original date of certification. 363 

 364 

e) Appointment of Law Enforcement through Lateral TransfersPersonnel Employed 365 

by Illinois Municipal Police Departments, County Sheriff's Departments or the 366 

State of Illinois 367 

 368 

1) An employer may, but is not required to, create a transfer list of applicants 369 

who have been employed as sworn police officers within the past 24 370 

months, and these applicants have requested that their names be added to 371 

the transfer list.  Such a transfer list shall be subject to the provisions of 372 

this subsection (e)place the names of applicants who are currently 373 

employed as law enforcement officers at either a municipal law 374 

enforcement agency or a county sheriff's office within the State of Illinois, 375 

or by the State of Illinois, at the applicant's request, on "transfer list", 376 

subject to the provisions of this subsection (e).  377 

 378 

2) Such a transfer list may be used by an employer when filling a vacant 379 

Police Officer position.  The transfer list is separate from an original entry 380 

register.  The transfer list may be used in lieu of the original entry register, 381 

subject to provisions of the statute and by this Part and the procedures. 382 

 383 

32) To be eligible for appointment under this subsection (e): 384 

 385 

A) the applicant must have: 386 

 387 
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i) successfully completed at least 2 years of employment as a 388 

full-time sworn and certified law enforcement officer with 389 

a municipal law enforcement agency or a county sheriff's 390 

office within the State of Illinois or with the State of 391 

Illinois; and  392 

 393 

ii) either possess certification fromsatisfied the requirements 394 

established by the Illinois Law Enforcement Training and 395 

Standards Board (ILETSB) and satisfy the requirements 396 

established by the Illinois Law Enforcement Training and 397 

Standards Board, or, be eligible to be certified by ILETSB;  398 

 399 

iii) the applicant must not have been suspended for disciplinary 400 

reasons by the current or most recent employer; 401 

 402 

B) for an employer identifying in its police department:no more than 2 403 

positions at any place of employment may be filled and occupied 404 

under this subsection (e) in any given 5 year period; and 405 

 406 

i) fewer than ten (10) allotted sworn police officer positions, 407 

no more than four (4) positions at any place of employment 408 

may be filled and occupied under this subsection (e) in any 409 

given twenty-four 24-month period; 410 

 411 

ii) between eleven (11) and fifteen (15) allotted sworn police 412 

officer positions, no more than five (5) positions at any 413 

place of employment may be filled and occupied under this 414 

subsection (e) in any given twenty-four 24-month period; 415 

 416 

iii) between sixteen (16) and twenty (20) allotted sworn police 417 

officer positions, no more than six (6) positions at any 418 

place of employment may be filled and occupied under this 419 

subsection (e) in any given twenty-four 24-month period; 420 

 421 

iv) between twenty-one (21) and thirty (30) allotted sworn 422 

police officer positions, no more than seven (7) positions at 423 

any place of employment may be filled and occupied under 424 

this subsection (e) in any given twenty-four 24-month 425 

period; 426 

 427 

v) between thirty-one (31) and sixty (60) allotted sworn police 428 

officer positions, no more than eight (8) positions at any 429 
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place of employment may be filled and occupied under this 430 

subsection (e) in any given twenty-four 24-month period; 431 

 432 

vi) between sixty-one (61) and seventy-nine (79) allotted 433 

sworn police officer positions, no more than nine (9) 434 

positions at any place of employment may be filled and 435 

occupied under this subsection (e) in any given twenty-four 436 

24-month period; 437 

 438 

vii) between eighty (80)  and one- hundred (100) allotted sworn 439 

police officer positions, no more than 11 positions at any 440 

place of employment may be filled and occupied under this 441 

subsection (e) in any given twenty- four 24-month period; 442 

and 443 

 444 

C) the applicant must pass a background investigation which may 445 

include features such as fingerprinting, police records checks, 446 

credit checks, and inquiries of neighbors, relatives, and 447 

employersnot have been suspended for disciplinary reasons by the 448 

current or most recent employer. 449 

 450 

D) the applicant must successfully complete a screening such as a 451 

polygraph, psychological evaluation, medical examination, and 452 

drug screen as required by the hiring department. 453 

 454 

43) Any applicant hired pursuant to this subsection (e) must serve a 455 

probationary period of 12 months. 456 

 457 

(Source:  Amended at 47 Ill. Reg. ______, effective ____________) 458 


